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Demonstration

- Enroll employee in the retirement plan
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Menuy  Edit 3 ;. Systerm Help

& A H @@  SEE BDO80IEE @
SAP Easy Access AASIS MENU
B % &2 - a

w

FPCO0_MA9_CWTR - Per payroll period -= Listsistatistics -
FCO0_m10_CALC_SIMU - Human Resources -= Payrall -
FCO0_m10_CEDT - Payrall -= America -= LISA-= Payrall -
FCO0_MA9 CWTR - Per payroll period -= Listsfstatistics -
S_PHY_ 46000986 - Ad Hoc Query
FCOO_MI0_CLSTR - Transaction PCO0_M10_CLSTR
7 {3 SAP standard menu
[» [_] Office
[» [ Logistics
[» [ Accounting
¥ {3 Human Resources
7 ‘4 Personnel Management
[» [ Administration
[» 1 Personnel Development
7 (3 Benefits

HRBEMNOO01 - Enroll t . . .
S e« 1. Double click on Termination

woow

[+ ][»]

w

2 HRBENODD3 - Eligibility or enter HRBENO0014 in the

@ HREBEMOOO4 - Insurakbility .

(2 HRBENODOE - Overview command field and press enter.
K| [ |RjLd)
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gl 000 8B eee HE 80on BE @
Terminate PaHicipation

(™
. rutrersi 4, Click Execute.

=3

Ciret strnetiire

2. Select Other keydate
E ;T:.:f kvt TR and enter the last day the

employee is eligible for
Retirement benefits.

Persannel number

3. Enter the employee’s
personnel number.

11-3
AASIS Support Center, Diane Jolley
09/09/03, Revised to V4.2



An AASIS Training Guide
HRBEN — Benefits Administration

Benefit plans  Edit Goto  System Help

20d N e DHE DTmoan BEE G

Termination: Overview
o) Terminate peuticipation 2 Overview | kg B |

6. Click Terminate participation.

|[41[»]

Flan participation

= U5 State of Arkansas-U5

= oeapz2a1d Jane Smith

——CF1
L
——CF1
L
—CH

Medical
Prescript. drug
Basic Life
Dependent Life
Opt. Dep. Life
—(F Optional Life
—CE Opt. Life Post

—H ? TRS/ARP

5. Select the employee’s retirement plan by
clicking in the box to the left of the plan.

OooOooood

[l ]l

LAl KD
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Benefitplans Edit Goto Systerm  Help
& 2jdHIC@@ I EHE DDo0 HE @

Termination: Overview

Terminate Flan Participation
Parficipation in selected plan types will be ferminated: %
Pers.no. |Mame Flan type
[v]|0000281 2 Jane Smith TRSIARP IE'
[~]
[
NOTE: Verify that you
have selected the correct
plan for termination.
8
7. Click Terminate participation. [ [} %
K ?I' <+
[ (£» Terminate parfzipation Selectall [5l Deselectall 3§ 4 4
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Systern  Help

2/ H  €a@ I SHE HnL0 EE @
Termination.: Overview

o] Terminate participation 2 Overview | B B ||

Flan participation @8/31/2003

[]
Termination E'
Termination: Overyiew
©«w—— 8. Read the message which tells you how
many plans were terminated and then click
the green check mark.
]
[~]
[lell I[[r]
| 47
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Benefit plans  Edit Goto

Tennination: Overview
gl Terminate participation ‘E‘ 9. CIiCk BaCk | Gl
until the User

Flan participation 0843143 Menu appears Termination
= U5 State of Arkansas-U5

|[41[»]

= oeapz2a1d Jane Smith

——CF1
L
——CF1
L
—CH

Medical
Prescript. drug
Basic Life
Dependent Life
Opt. Dep. Life
—(F Optional Life
—CE Opt. Life Post
—ca m] TRS/A&RP

OooOooood

[l ]l
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Menuy  Edit 3 wras  Systermm Help

& A H @@  SEE BDO80IEE @
SAP Easy Access AASIS MENU
B % &2 - a

w

FPCO0_MA9_CWTR - Per payroll period -= Listsistatistics -
FCO0_m10_CALC_SIMU - Human Resources -= Payrall -
FCO0_m10_CEDT - Payrall -= America -= LISA-= Payrall -
FCO0_MA9 CWTR - Per payroll period -= Listsfstatistics -
S_PHY_ 46000986 - Ad Hoc Query
FCOO_MI0_CLSTR - Transaction PCO0_M10_CLSTR
7 {3 SAP standard menu

[» [_] Office

[» [ Logistics

[» [ Accounting

¥ {3 Human Resources
7 ‘4 Personnel Management

= {3 Administration

woow

B

w

) PA40 - Personnel Actions . . =
e e D 10. Double click on _Malntaln Employee
(2 PA20- Display Employee Data Data or enter PA30 in the

, D han percomel il command field and press enter.

[ 1 Personnel Development E|
[» 1 Benefits [+]
Q| [ Qi

| 4 7
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HE master data  Edit Goto  Estrazs  Lilities  Seftings  System Help

& B d @@ S0 anas EE @M

Maintain HR Master Data

O s D d| 2

’
O 11. Enter the employee’s personnel number.
Narne Jane Smith If you do not know the number, use the match
EE group I Regularstate . Fers - code search functionality to search by name.
EE subgroup UE Employes Cost S
Employment lssues | CareerManagement  Benefits | Payroll | Taxes ||I @
| |

|:|GeneraIEleneﬂts Information w[~]| | Period 12. Use the left and nght scroll
|_|FaminReIated Ferson VE‘ @ Period .

" Agiustrment Reasons i buttons to select the Benefits tab.
|_|H'35'”h Plans 4 ) Today | Currweek

|_|Insurance Flans o AN | Current month

|_|53‘””95 Flans ¥ () From curr.date | Lastweek

|_|F|‘3"“"ib'|E Spending Accounts W ) To current date ' Last manth

|_|Eleneﬂts Medical Information o ) Curr.period ' Current year [ |
| |COBRA-Qualified Beneficiary [] M cnoose

| |COBRA Health Plans [~ | |
Direct selection %
| 4 7
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Extras Utilities Seftings  Systermn Help

14. Click Create. || 1 0 e@@ 002 P88 BE O @

intain HR Master Data
Ol 2 |« @ 3 @ | |2

FPersonnel no. 2012 %
Marme Jane Smith —
EE group 1 Regular State . Pers.area TRE1 Teacher Retirement Sy ..
EE subgroup UE Employes Cost center 30BGTE ATRS-Gen, Op..
Employment lssues | CareerManagement  Benefits | Payroll | Taxes ||I aoE

|:|General Benefits Information w[~]| | Period

|_|FaminReIated Ferson ¥[7l| | ® Period

HﬁJﬁlﬁ.%ffﬁéﬁfﬁé@.%@h‘éﬁ H Fr. Ta

Health Plans i Y Tl o Y e wanal

13. Select the Adjustment Reasons Infotype,

located under the Benefits tab, to update

the employee’s Adjustment Reason. N
[ S T = | Choose |

| |COBRA Health Plans [~ | |

Direct selection %
| 4z
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17. Click Enter. | © & 511 H[E] | @ B
Create Adjustinent Reasons

—— 1 15. Enter the DROP effective
date in the ‘From’ field.
090172003

Benefit area State of Arkansas-LIS

Adjustment reason |

Family Status Change
HIF A

MHew Hire Enrollment

Transfer(Rtr. Plans)
Transfer (Al Plans)
Return from LWoP

Misc Benefit Changes 16. Select ‘Misc. Benefit Changes’

FPromotionf/Demaotion

Rehire from the drop-down list.
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W E T O ER &

Create Adjustinent Reasons

_EIEI."EH H2003 1243195999

Benefit area State of Arkansas-LIS
Adjustment reason Misc Benefit Changes

18. Click Yes.
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| 000 2P Qe SHE DDLD PE @
Create Adjustment "19 Click S
- ClICK Save.

_EIEI."EH 2003 10/461/2003

Benefit area State of Arkansas-LUIS
Adjustment reasan Misc Benefit Changes |

(& Save your entries
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W E T O ER &

Create Adjustinent Reasons

_EIEI."EH H2003 18/081/2003

Benefit area State of Arkansas-LIS
Adjustment reason Misc Benefit Changes e

20. Click Yes.
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Enrollment Edit Gaoto Systemn

& | 300 e DHE DDLD R @
Enroilment: Offers
B Getoffer 2 Overview | gl | o
]
Offers A9/09/2003 I;‘
LE 15 State of Arkansas-US
= [oaR2912 Jane Smith
Hisc Benefit Changes A9/81 /2003 - 10401 2003
Lut 1 Tt
pranatc otter ™~
21. Double click on
Misc Benefit Changes.
B
[~]
[l |[«][+]
| 4 £
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Plan Edit Goto

20d N e DHE DTmoan BEE G

Enroilment: Plan selection
(b Enrall @ 2 Overview | EH | ta

[«]
\—ua fhle (Bagic DEP Life ASE) @ 09/01/2083 - 12/31/9999 @
—E= Opt. Dep. Life
US &hle (Opt DEP Life ASE) @ 09/01/2003 - 12/31/9999
—= Optional Life
US &hle-Opt EE Life ASE Locked @ A9/01/2003 - 12/31/9999
US &hle-Opt EE Life ASE 1%/2% @a/01/2003 - 12/31/9999
—=1 Opt. Life Post B
——US Able Opt EE Locked Post Tax @ 09/01/2003 - 12/31/9999
US &ble Opt EE 1x/2x% Post Tax @a/0142002 - 12/31/9999
L= TRS/ARP
TRS Contrib TRS 6%/13% 0a/01/2003 - 12{31/9999
LTRS T-DROP 1% @a/01/2003 - 12/31/9999
LTRS T-DROP 13% 0a/01/2003 - 12/31/9999 o
]
22. Double click on the =]
o ATRS T-DROP 13% pl e
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Flan Edit Goto  Systermn  Help

I H @@ CHE OHhoO8n EE @

Enrnilinant - Blan calantinn

Maintain Savings Flan
. Pers.no’ 2912 Jane Smith
Plan ATRS T-DROP 13% ]
Fram B9/01/2003 - 12/31/9999 2¢31/9933 E
[ | Stop participation in period
213179999
23149999
23149999
23149999
2 /31/9999
2 /31/9999
23149999
213179999 u
23. Click on Accept. %
[ I[4][»]
(s Accept 38 4 4
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20d N e DHE DTmoan BEE G

Enroilment: Plan selection
@ Enim~lEd 2 2 overview | Pl MR | |

24. Click Enroll. [4]
UswmuTe TEa5TC UEF CTTE ASE] @ 09/01/2003 - 12/31/9999 I;‘
—E= Opt. Dep. Life
US Able (Opt DEF Life ASE) @ 09/01/2003 - 12431/9999
—= Optional Life
US Ahle-0Opt EE Life ASE Locked @ 09/01/2003 - 12/31/9999
US Able-Opt EE Life ASE 1X/2X @9/a142003 - 12/31/9999
—= Opt. Life Post B
——US &ble Opt EE Locked Post Tax @ 09/01/2003 - 12/31/9989
US Able Opt EE 1x/2x Post Tax g9/a1/42003 - 12/31/9999
—= TRS/ARF
TRS Contrib TRS 6%/13% g9/0142003 - 12/31/9999
BTRS T-DROP 1% g9/0142003 - 1243149999
ATRS T-DROP 13% O9/01/2083 - 12/31/9958 o L
&
LAl KD
| 7
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Flan Edit Goto  Systermn  Help

& I H @@ CHE OHhoO8n EE @

Enroilment: Plan selection
(Z» Enroll @D 2 Oveniew | ER | |

|| 4]
Confirmation of Selected Actions 531499499 E
Action  |Plan From i Add. info o
Create  ATRS T-DROP 13% 09/01/2003 12/31/3993 [«]
NOTE: Verify that you
have selected the correct n
plan for the employee to
be enrolled into.
)
3 . el 31/0094
| 25. Click Enroll. IES] | e
l 3170000 of n
[«]
(X5 Enroll 3 Cancel []
LII;II I ||E|II|
| 4z
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Enroilment: Plan selection
(Z» Enroll @D 2 Oveniew | ER | |

[]
\—LIS &ble (Basic DEF Life ASE) @ 09/01/2003 - 12/31/99939 E
—= Opt. Dep. Life
Enrollment: Plan selection
B3 - 12/31/9999
~ O Eidimencompisied siceessiiy
03 - 1243149999
26. Click Confirmation to provide the employee B
with a letter reflecting their enroliment in the
ATRS T-DROP 13%. Follow print instructions.
) Continue & Confirmatian
103 - 1243149393839
ATRS T-DROP 1% pafEt 2003 - 12431/994949
ATRS T-DROP 13% E9/01/2003 - 12/31/9999 .
[+]
[+]
[l I[«I[»]
| d 7
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Flan Edit Goto  Systermn  Help

2/ H  €a@ I SHE HnL0 EE @
Enroilment: Plan selection
(Z» Enroll @D 2 Oveniew | ER | |

[+]
\—LIE Able (Basic DEFP Life RSE) @  09/01/2003 - 12/431/9999 E
—= Opt. Dep. Life
Enrollment: Flan selection
na3 - 1243179999
- € Endimentcomnisied suctessiin
na3 - 1243149999
N3 - 1243179999
27. Click Continue. 03 - 12/31/9999
na3 - 1243179999
Cnnt*ue L3 Confirmation
q03 - 12431/994949
LTRS T-DROP 1% pasal 2003 - 1243149999
LTRS T-DROP 13% B9/01+2003 - 1243179999 ° .
g I[4][»]
| 4 7
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) z <1|?@algmma|@@@@|@|@

Enroilment: Offers

E? Getoffer 32 Overview |

28. Continue to
click Back until

[+]
Offers 09/09/2003 the User Menu -]
LE 15 State of Arkanss appears.
= AaaEz2812 Jane Smith
Misc Benefit Changes p9/01/2003 - 160/01/2003 F
Lutomatic offer
Inytime changes
[+]
[+]
K| I[4][»]
| 4z
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